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[bookmark: _Toc7199440]Introduction 
[bookmark: _GoBack]In order to have a great career it is important to have both academic as well as employability skills. Now, all the national and state policy makers taking measurable steps to prepare students for being both colleges ready and career ready. But still it is important to understand the details of study and career. In order to be career ready the academic and employability skills needs to be enhanced. For this the students should know best skills required to handle a situation and also, he should know how to apply the technique to get the best results. It can be stated that academic skills are basically the knowledge of handling the situations and employability skills includes critical thinking and responsibility.
[bookmark: _Toc7199441]Academic Skills Plays an important role in pursuing the post-Secondary Education without remediation. Even there are several academic skills that need more attention and development (Tymon and Baptistic 2016). The employability skills are usually checked by the employers while hiring the persons for the particular positions. Employability skills usually include critical thinking, adaptability, oral and written communication, collaboration and teamwork, problem solving, professionalism, creativity, ethics, responsibilities and use of Technology.

Academic Skills

Academic skills are also known as study skills or study strategies. These are basically the approaches that are applied to learn while being in school. In order to acquire good grades, it is important to have proper academic skills.  or academic skills are basically an array that helps an individual in handling the process of organisation and taking the new information, retaining the information for dealing with the current situations (Taylor, 2016). The academic skills help in individual in boosting the ability to study, retain and recall the information.
2.1 Academic writing 
Academic writing is focused, structured, clear, concise and decked up by proof. The main purpose of academic writing is to who provide the reader a better understanding of the concept. That tone and style of academic writing is very formal in nature. In academic writing there are no long sentences for complicated vocabularies used. Every subject contains its own writing conventions, disclosures and vocabulary.  
Academic writing is analytical and organised and that is the main reason there includes a lot of planning before starting it. In academic writing it is important to have a proper outline. An outline helps in formulating the thoughts and building up relationship between the topics and stages of the management. In academic writing a formal tone is used and no slang words common abbreviations, creatures get used (Rowe and Zegwaard 2017). The language used in academic writing is very clear and a perfect word is always used to describe a perfect situation. It is always in the third person and it always focus is in educating the facts and not supports the opinion. In academic writing, deductive reasoning is a great part and plays a major role that helps The Reader in reaching the conclusion.  These characteristics of academic writing play an important role in employability also.
The project reports prepared in organisations and management must be analytical and organised. They should be properly outlined so that the relationship between each stage can be understood easily. No abbreviations of slang word get used and it is very clear to understand the situation that is described in the project report. The project reports are always prepared in third person so that it becomes easier for the management to understand the facts and the figures.  Such factors help the organisations in reaching the conclusion easily.
2.2 Academic referencing 
Academic referencing is also known as citing. It is basically a process of acknowledging the information source that is used in the written work.  Through reference Singh the author of the particular concept, Idea or Discovery is given the credit.  Academic references help in stating the condition that this topic for this idea has been given by any other person and a brief of it has been described in the report for assignment. With the help of referencing people can track the the original resource and contain more information about the point that is given. It also helps in in making a distance from an opinion. In case of lack of reference in the details given are considered as plagiarised (Jackson, 2016). In academic terms such content is considered as death sentence. Usually the doctoral degrees get cancelled due to plagiarism.
2.3 Time management 
The ability to use time effectively, productively especially while completing any task is known as time management. The best method to show the time management is preparing the Gantt chart (Griffiths et al. 2018).  The Gantt chart is basically a type of bar chart that helps in industry rating the schedule of a project.  It is one of the most basic tools that is used in project management. It helps in getting a graphical illustration of a schedule that is required to plan, co-ordinate and track a specific task in a particular project. In academic writing also grandchild plays an important role. With the help of Gantt chart the individual can easily analyse each and every activity that is required to be completed along with the time taken.
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2.4 Organising space and resources 
Organising space and resource is basically an art of support the activist and organising communities. The main motive of organising is space is to build strong relationships, share maximum knowledge, learn and get experience from every happening. The organising space helps an individual in sharing the content, have discussion regarding the same topic, ask the experts about the content and also see the support from others (Matsouka and Mihail 2016). Usually the innovative, creative, flexible, dynamic and interactive content gets shared by using the organising space factor.  Through organization space, it becomes easier for the individual to share his content and seek expert advice over that. Organizing space and resource planning is also helps an individual in understanding the usage of each resource and how it can be managed in the best manner.

[bookmark: _Toc7199443]Employability Skills 
Employability skills are basically soft skills that are required to get workplace success. Employability skills include the set of skills that are necessary for an individual to have if he or she is working in any workplace (Thomas et al. 2016). These skills are also known as soft skills, work readiness skills, job readiness skills and foundational skills (Simatele, 2015). Employment skills helps a person in communicating with the workers, solving the problems with the effectiveness, understanding the role while being in the team, making responsible choices and taking charge of own career.
3.1 Communication
Communication is one of the essential employability skills that is must for a person to have. Communication is basically and art of exchanging the information on use among others (Rust and Froud 2016). That are important in employability includes the read and reading and understanding the written materials, listening, understanding and asking the questions regarding the project going on, following the given directions, expressing the ideas clearly and concisely while writing or speaking and also learning the required Technology properly and use it in an appropriate manner. In every employment sector communication plays an important role. If there is no proper communication, then the employability skills will not be considered as complete. Without proper communication it will not be easier for the individual to complete the task while being in a team or individually (Wolff and Booth 2017). 

3.2 Presentation 

Presentation is basically the manner of showing the information or data to others. In any organisation or while being in a job, it is important for an individual to have proper presentation skills. Without having proper manage presentation skills an individual cannot communicate with the team members and the leaders effectively and properly (Collet et al. 2015).  Presentation skills helps an individual in learning, the art of displaying the idea in front of others in such a manner that they can see the profit and actual facts from it.  There are three important elements of the presentation that are:

. Opening and key message.
. Content or Body of Presentation.
. Closing/repeat of key message/call to action.
3.3 Team building 
Team building also plays an important role in Employability skills.  Team building is basically and art of collecting and number of people having proper skills and combine them and organise them in such a manner that they all work together to complete a particular task and achieve a particular goal of an organisation.  Team building is a responsibility that everyone cannot handle. In order to build a team, it is important to have proper employability skills (Pinto and Ramalheira 2017). Without proper communication it is not possible to build a perfect team. After building a team it is also important to assign the tasks accordingly and also make every team member feel like he or she is responsible for the whole task going on. Every team member should know about his or her working and the roles and responsibilities he needs to complete and follow.
[bookmark: _Toc7199444]3.4 Skills gap (lacking) 
Skill gap is basically the difference between what an employee can do in actual and what the employer is expecting from the employee to do in that particular situation.  For example, if a manager says that my team is having fantastic people but there is not even a single person that can understand the high-level Customer services.  Now, there is a skill gap shown in this example. The employees are having fantastic skills but still they are not having what the manager Want From them.  That is basically the skill gap (Rug and McCormack 2017).

Personal SWOT

In order to fill the skill gap, it is important to do personal SWOT analysis. The personal SWOT analysis also includes the four factors that is strength, weakness opportunity and threats.

	Strength 
	Communication
Leadership 
	Opportunity 
	Group leadership

	Weakness
	Less technological skill 
	Threat 
	Time management 
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5. Conclusion 

In order to be career oriented it is important for every person to have both academic and employability skills. The academic skills help an individual in learning about the different types of skills that can be used to handle the situation.  Academic skills are basically theoretical skills that are used in written communication or in understanding the working of the tools that can be used to handle the situation.  The employability skills help a person in getting details regarding the critical analysis and criteria of handling the responsibilities in such a manner that the problems can be solved effectively. Without proper academic skills the employment skills are incomplete and without proper employment skills and individual cannot work perfectly in an organisation only with the academic skills. Hence it is very important for an individual to have both the skills together.
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	Goals 
	Degree of impact
	Strength
	Resource needed
	Start date
	End date

	Certified as a professional
project manager
(Completing project
management training in
preparation for
certification)
	High
	High
	Training
	
	

	Certified as a professional project manager
(Completing the project management certification process)
	Medium
	Medium
	Certification application, references
	
	

	Gain experience in managing a project
(Successfully deliver at least two or three small and two large project)
	High
	High
	Assignment to project management duties
	
	

	Improving the public speaking abilities
(At least at 10 minutes presentation should be prepared and delivered)
	Medium 
	Medium
	Opportunities to represent the projects with the stakeholders
	
	




Personal development plan is the process of deciding the objectives and aims. It is a process of analysing that what an individual is willing to achieve or where he is willing to go. In order to plan a perfect career, personal development plan plays an important role. It is based on the awareness, goal setting, planning, and reflection, value in the context of career, relationship, education and self-improvement. The proof personal development plan is also known as individual development plan for a personal enterprise plan. Through the personal development plan and individual States about the aspirations, education, and training, is Prince or competencies, sketches or in steps.  In career positioning also personal development plan plays an important role. Usually and individual should develop a 5-year personal development plan to organise the personal goals and to make them achievable in a particular period of time.
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